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Lost and Voided Checks 

1. Double click on the same line as originally reported. 


2. Select name of the committee. 


3. Enter the void date. 


4. Input the negative amount. 


5. Enter “voided check” in the description field. 


6. Enter election and year of election of original contribution. 
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Refunded Checks 

1. Double click on line 16. 

2. Select record of committee receiving a refund from. 

3. Enter in the date and the amount of the refund, a positive number. 

4. Enter election and year of election of the original contribution. 
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In-Kind Contributions (Disbursements) 

1. From the FECFile summary sheet, double click on line 23. 

FECFile 
Unauthorized Manual 

142 - E 



2. 	 The Contribution to Federal Candidate/Political Committee dialog box 
appears. Type in the name of the vendor. 

3. 	 If the vendor has already been entered into the system, then select 
that name by clicking on it in the database section below the name 
field. 

4. 	 If the vendor has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog 
box. 

5. 	 The Individual/Organization Information dialog box appears. In the 
type field, select Business, Financial Inst., Union, Nonfederal Entity, 
and select OK. 

6. 	 Enter the address, city, state and zip by pointing and clicking inside of 
each text area. Select OK once the entry is completed. 
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7. 	 The Contribution to Federal Candidate/Political Committee dialog box 
appears. Enter in the date, amount, and in the description field, enter 
“In-kind”. Enter in the election and the year of the election, and press 
Tab until the next dialog box appears. 

8. 	 The Individual/Organization Information dialog box appears. Enter in 
the candidate name in the last/business name field, and click on the 
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Lookup button. 

9. 	 The FEC ID lookup dialog box appears.  Select the proper ID, and the 
select Copy All. 
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10. The candidate ID information appears, select OK. Select OK, as the 
dialog box returns to the Individual/Organization Information dialog 
box, and once more on the final dialog box. 
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In-Kind Contributions (Receipts) 

1. Double click on the appropriate line. 

2. Enter in the contributor’s name, and press the Tab key. 

3. 	 If the contributor has already been entered into the system, then select 
that name by clicking on it in the database section below the name 
field. 

4. 	 If the contributor has not been previously entered into the system, 
press the Tab key, to launch the Individual/Organization Information 
dialog box. 

5. 	 Enter in the name, address, city, state and zip, and continue to add the 
employer occupation, and press OK. 

6. 	 Enter in the date information, and the amount, and click on the In-
kind check box. 

7. Click on OK. 
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Earmarked Contributions Reported by a Conduit 

1. 	 On the FECFile Summary Page, double click on line 11 (a) to launch 
the Individual Contribution dialog box.  Enter the individual’s name and 
press the Tab key. 
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2. 	 If the individual has already been entered into the system, then select 
that individual’s name by clicking on it in the database section below 
the name field. 

3. 	 If the individual has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog 
box. 

4. 	 The Individual/Organization Information dialog box appears. In the 
type field, change to Individuals other than a Candidate. Type in the 
individual’s name, address, city, state and zip, employer, occupation, 
and select OK. 

5. 	 The Individual contribution dialog box appears. Enter in the date, 
amount, and enter the Campaign Committee designated by the 
contributor as the recipient in the Description text area. For example, 
“Earmarked to Joe Smith for Congress”. 
NOTE: The description field may once accept 38 characters. 

Additionally, if the contribution was not deposited in the conduit’s bank 
account, CHECK THE MEMO CHECKBOX. 

6. Click on OK. 
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Disbursements (Forwarding of Earmarked Contributions) 

1. 	 Double click on line 23 on the FECFile Summary page. The 
Contributions to Federal Candidate/Political Committee dialog box 
appears. Enter in the Campaign Committee name and press the Tab 
key. 

2. 	 If the committee has already been entered into the system, then select 
that name by clicking on it in the database section below the name 
field. 

3. 	 If the committee has not been previously entered into the system, 
press the Tab key, to launch the Individual/Organization Information 
dialog box. 
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4. 	 The Individual/Organization Information dialog box appears. Change 
the type field to Campaign Committee. Select the lookup button. 

5. 	 The FECID lookup dialog box appears. Select the proper committee, 
and click on Copy All. The ID dialog box appears. Select OK. 
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6. 	 The Individual/Organization Information dialog box appears, with the 
appropriate information loaded into the corresponding fields. Select 
OK. 

7. 	 If the individual has already been entered into the system, then select 
that individual’s name by clicking on it in the database section below 
the name field. 

8. 	 If the individual has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog 
box. 
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9. 	 The Contribution to Federal Candidate/Political Committee dialog box 
appears. Enter in the date the contribution was forwarded to the 
Campaign Committee, the amount of the contribution, and the name of 
the contributor in the Description field. In addition, add the election 
and the year of the election for which the contribution was designated. 

10. Click on OK. 

NOTE: If the contribution was forwarded in the form of the contributor’s 
original check, CHECK THE MEMO CHECKBOX. 
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Reattribution involving two reporting periods 

1. 	 From the FECFile main menu, select View, and then All Transactions, 
from the drop down menu. 

2. 	 Select the transaction to be reattributed and right click on it. A drop 
down menu will appear, select redesignate/reattribute, and then drag 
over to reattribute. 
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3. The Individual Contribution dialog box will appear. Enter the name. 

4. 	 If the individual has already been entered into the system, then select 
that individual’s name by clicking on it in the database section below 
the name field. 

5. 	 If the individual has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog 
box. 
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6. 	 The Individual/Organization Information dialog box appears. Type in 
the address, city, state and zip, in addition to the employer and 
occupation for the new contributor, and click on OK. 

7. 	 The Individual contribution dialog box appears. Enter the date and 
amount, and click OK to complete the transaction. 
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NOTE: FECFile will automatically create two transactions, one will be a 
negative entry from the original contributor, and the second will be a 
memo entry from the new contributor. 
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Reattribution involving one reporting period 

1. 	 From the FECFile main menu, select View, and then select Receipts 
from the drop down menu. 

2. 	 The Receipts dialog box appears. Locate the transaction to be 
reattributed, right click on it, and select reattribute. 
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3. 	 The Individual contribution dialog box appears. Enter the name of the 
new reattributed contributor. 

4. 	 If the individual has already been entered into the system, then select 
that individual’s name by clicking on it in the database section below 
the name field. 

5. 	 If the individual has not been previously entered into the system, press 
the Tab key, to launch the Individual/Organization Information dialog 
box. 

FECFile 
Unauthorized Manual 

159 - E 



6. 	 The Individual/Organization Information dialog box appears. Enter in 
the address, city, state, zip, employer and occupation for the new 
contributor, and select OK. 

7. 	 The Individual contribution dialog box appears. Enter the date and the 
amount. Click on OK to complete the transaction. FECFile will 
automatically create three transactions, one will be a negative entry 
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from the original contributor, the second will be an entry from the new 
contributor, and the third will be the original transaction in Memo Item 
form. This third transaction will only display on your printed or 
uploaded report, not in the receipts window for this report. 

8. Click on the X to close the Receipts window. 
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